INVOICE APPROVALS/
REJECTIONS QUICKGUIDE

How to approve/reject an invoice
You will receive an email to notify you to log into the finance system to review and action the invoice.
You can also access the online system for approvals when you are off the RCSI Campus, https://connect.rcsi.ie.

Please ensure you check:
1. Account/Product code
2.Subacc/Grant code

3. Activity code

4. VAT code

5. Cost per item

Please ensure that the invoice is in line with below RCSI College Policies:
» Recommended Supplier

» Cost Saving Guidelines

» Procurement Policy Pilot for Non Pay Costs

You can find these policies on the RCSI Staff Portal, under Finance section,
Purchasing & Payment Guidelines.

Click the tick button to the right of the search
bar. This will show you your tasks waiting for

you to action. Click the task you would like to
approve/reject — this will open up a copy of the
Follow the step by step guide below: invoice and the transaction

NOTE: PO requestor approval
is the first level of approval,
normally approved by the
person who raised the requisi-
tion/PO. This person is solely
responsible for approving
invoices up to 3k.

NOTE: L2-L6 are the next
levels of approval if the

" invoice is above 3k or does

not match the PO. The levels

for approval will depend on

the approvers setup on each

grant/department code.

i= BL PO Requestor Approval Name: ABCOTT PART. x

Purchase invoice approval

) This task can also be approved by substitute(s): Liz McNichell (nominee), Fergus Durcan, Darren O Leary

# Purchase invoice information = Image
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Invoice date 3/8/2017 Total imiece amount 461250

Due date 4/7r2017 To be approved 461250
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2 Inveice control

Sowce Purchase order Amount delivered  25%
Order lines 0 Line from PO
Order line Currency Inv. aty. Inv price T @it Order gty Order price Order amt. Unit Froduct Product description
el 1 EUR 100 375000 375000 200 3,750.00 750000 z 8293 Fee proposal MCT Lab upgrade
i 375000

Show discrepancses anly

Purchase invoice details 0 Amount you are being asked to approve (incl.VAT)

Tax Order Status  Fundscheck Cumency Cur.amoun Account Catl  Subacc AssetiD Cat4  Actwity Budacc Compy Taxcode Tax system
Click approve/reject. If rejecting S TS e L i gpis S i ol
461250
you are rejecting.
Approve Reject Advanced mods Workflow user log Get templats Creste/edit templats Log book Export

DID YOU KNOW...

You can attach documents?

Documents can be added to the requisition by clicking on the documents tab. Click add existing document to locate your
document from the relevant folder using the browse option.

You can nominate a substitute to approve on your behalf whilst you are on leave?
Click on Your Employment and the Activate your substitutes -

1.Select dates you require the substitute for, from and to.

2.Change absence status to | am currently out of the office.

3.Click on the add button.

4.Under “type"” key General.

5.Under “substitute” key substitute’s name

6.Finally add the dates from and to.

7.Click save.

NOTE: You must turn your status to “l am currently in the office” when you return from leave to stop your substitute receiving approval emails on your behalf.
Please contact po@recsi.ie if you require assistance.

NOTE: Substitutes will also be able to approve invoices and expenses online. They (and you) will receive a notification by email asking them to approve on your behalf.
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